
Self Service – Allotments 

  
Introduction This guide provides the procedures for how to view, change, add or stop a 

member’s Voluntary Deductions.  

  
Starting an 

allotment 
The start date for all allotments must always be the first of the month. 

If starting an allotment during a mid-month calendar, the start date will 

default to the first of the current month. If starting an allotment during an 

end-month calendar, the start date must be greater than or equal to the first 

of the next month. 

  
Changing an 

allotment 
Changes to account names and account types are not allowed on existing 

allotments. If one of these need to be changed, stop the allotment and 

restart it with the new information. If changing the amount during a mid-

month calendar, the change date will default to the first day of the current 

month. If changing the amount during the end-month calendar, the change 

date must be greater than or equal to the first of the next month. Enter the 

amount in dollars and cents. Do not enter a dollar sign. If changing the 

Routing/Account numbers, the change date must be greater than or equal 

to the first of the current month no matter which pay calendar it is entered. 

If changing the End Date, it must be the last day of the month. 

 Continued on next page 
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Stopping an 

allotment 
There are two ways to stop an allotment: 

1. Enter an End Date in the End Date field and click the Save Deduction 

button at the bottom of the page. Enter the last day of the month the 

allotment deduction shall be made. For example, if the member wants the 

last allotment payment to be made one 1 March 2015 payday, enter 

02/28/2015 as the End Date and click Save Deduction. 

 

Verify the allotment stop date appears in the end date column correctly. If 

there is an error, click the Edit icon (pencil), correct it and save the 

deduction again. 

 
 

2. To stop an allotment immediately, click Stop Deduction at the bottom 

of the page. If stopping an allotment during the mid-month calendar, the 

stop date will default to the last day of the previous month. If stopping an 

allotment during the end-month calendar, the stop date will default to the 

last day of the current month. 

 

The Stop Deduction can also be used to “delete/Undo” a pending 

allotment. For example, if an allotment is input with a Start Date of 

02/01/2015, and then prior to the end-month February payroll finalize 

date, the member decides he/she does not want the allotment to start, click 

the Stop Deduction button. This will stop/swap the allotment effective 

01/31/15, and the allotment will be deleted from the Allotment Summary 

page. 
 

When the Stop Deduction button is used on an existing allotment, it will 

be removed from the Allotment Summary page. 

 Continued on next page 
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Procedures See below. 

 

Step Action 

1 Select the Allotments link under Tasks in the Employee Pagelet. 

 
 

2 The member’s current Allotments will display. Review the bullets before 

making any changes. In this example, a deduction will be added. Click Add 

Deduction. 

 
 

 

 Continued on next page 
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Procedures, 

continued 
 

 

Step Action 

3 Review the bullets, then enter the Account information. When entering the 

Account Number, the number must start completely aligned to the left of the 

block (make sure there are no spaces before the number). Next, click the Save 

Deduction. 

 
 

4 Once saved, this screen will display. Click Return to Summary. 
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Procedures, 

continued 
 

 

Step Action 

5 The change will be reflected in the Allotments list. 

 
 

  

 

  


